[Your Wame)

[Girest Addre=z]

[Citv, 3t Zip]

[Opticnal — Emznl Address]

[Teday's Date]

[Mame of Eacipient]
[Til=]

[Company]
[Addrazs]

[Citv, 3t Z1p]

Drear [IMames of Eecipiant]:
[Bhert introduction parzgraph — Provide datails about the product or servics that 1z the subjact of
the complamt. Includs dates, locations znd the specifics about the iftam or sarvice. I thers 1z an

account number, provide the number (ba carefil with credit card numbears). ]

[Gtate the 1zzue with item or zervice. Provide details as to the cauze. This may meluds
malfunctions, billing 1zsues, details that were not dizclozed, ete.)

[Indicate how vou would like them to rezalive the preblem. Provids specifics about what vou ars
seeking. This may meluds reimbursement. replacement, repair, ste.

[Indicate vou are meludimg copies of the tranzaction documents. State the specific documents or
mfeormation vour are meluding. Thiz mav be copies of recaipts, warranfiss, zerial numbers, ate )]

[Indicata vou lock forward to their reply within a specific time period (choose z reasonzbla fime
pericd). Indicate vou will wait until them before pursuing other options such as legal counzel or
consumer protection ageney azsiztance.)

[Indicate they can contact yvou about the izmae and provide a contact number )

[B22 Vartexd ) com for ips and a sample complaint letter]

Simearely {or Fespectfully Yours),
(Sign hare for latters zent by mail or fax)

[Tvped Mama]



